DEPARTMENT OF INSURANCE
OMBUDSMAN SERVICES GROUP
HEALTH INSURANCE SMART NC

Program Records Retention and Disposition Schedule

The Program Records Retention and Disposition Schedule and retention periods governing the records series listed herein
are hereby approved. In accordance with the provisions of Chapters 121 and 132 of the General Statutes of Norh Carolina,
it is agreed that the records of the

HEALTH INSURANCE SMART NC

do not and will not have further official use or value for administrative, research, or reference purposes afier the respeclive
retention periods specified herein. The N.C. Depariment of Cullural Resources consenis to the desiruciion or other
disposition of these records in accordance with the retention and disposition instructions specified in this schedule. However,
records subject to audit or those legally required for ongoing official proceadings must be retained until released from such
audits or official proceedings, notwithstanding the instructions of this schedule.

The Department of Insurance and the Department of Cultural Resources agree that certain records series have minimal
administrative, reference, or historical value. When the custodian of any official State records certifies to the Department of
Cuftural Resources that such records have no further use or value for official and administrative business and when the
Deparlment cerlifies that such records appear to have no further use or value for research or reference, then such records
may be destroyed or otherwise disposed of by the agency having custody of them. As part of its program operafions the
Department of insurance agrees o establish and enforce internal policies. The policy will specify how long those records
must be retained and when they must be destroyed.

E-mail messages sent or received by Executive Branch agencies shall be retained for 10 years pursuant to Executive Order
No. 18 (issued July 7, 2009 by Governor Beverly Perdue) and as set forth in G1 of the General Schedule for State Agency
Records. Any E-mail messages requiring retention longer than 10 years, including those with permanent historical vaiue,
shall be designated with specific retention periods in this program records schedule. Public records including electronic
records not listed in this schedule or in the General Schedule for State Agency Records are not authorized to be
destroyed. The

HEALTH INSURANCE SMART NC

agrees to destroy, transfer or dispose of records in the manner and at the times specified herein. This schedule is to remain
in effect until superseded.
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ITEM 46857, CONSUMER ASSISTANCE FILE. Records in paper and electronic formats, including e-
mail, documenting the consumer assistance activities with the Health Insurance Smart NC.
Records are required to review consumers' concerns and to provide assistance regarding
strategies, resources, and suggestions for a consumer's noncertification appeal. File includes
documents related to the diagnosis and medical treatment of the consumer, correspondence, and
related records. (Comply with applicable provisions of G.5. 58-2-105 regarding the confidentiatity
of medical records.)

DISPOSITION INSTRUCTIONS: Retention of the electronic version of e-mail records in this
series is governed by G1 of the Generai Schedule for State Agency Records, which requires that
e-mail be retained for 10 years pursuant fo Executive Order No. 18 issued July 7, 2008 by
Governor Beverly Perdue. Scan records in office. Destroy in office paper copies of scanned
records aftar all guality control procedures have baen compieted. Destroy in office electronic
records after 10 years if no litigation, claim, audit, or other official action involving the
records has been initiated. If official action has been initiated, destroy in office after
completion of action and resolution of issues involved.

ITEM 46858. EXTERNAL REVIEW FILE. Records in paper and electronic formats, including e-mail,
regarding requests for an independent external review. File includes requests, correspondence
and related records. {The scanned image is stored in an electronic database, image storage and
interactive form filing and tracking system maintained by the Information Systems Division.)
{Comply with applicable provisions of G.S. 58-2-105 regarding the confidentiality of medical
records. )

DISPOSITION INSTRUCTIONS: Retention of the electronic version of e-mail records in this
series is governed by G1 of the General Schedule for State Agency Records, which requires that
e-malil be retained for 10 years pursuant to Executive Order No. 18 issued July 7, 2009 by
Governor Beverly Perdue. Scan records in office. Destroy in office paper copies of scanned
records of unaccepted cases after all quality control procedures have been completed and when
administrative value has ended. Destroy in office paper copies of scanned records of accepted
cases 3 years after case is closed. Destroy in office electronic records 10 years after case is
closed.

ITEM 46860. MEDICAL PROFESSIONAL (PHYSICIAN) CREDENTIALING FILE. Records in paper and
electronic formats, Including e-mail, concerning the credentialing activities of physicians who
provide case evaluations of expedited external review requests for the Health Insurance Smart
NGC. File includes verification of work profile hlstory, information regarding medical license activity,
hospital privilege status, verification of screening through the Board Action Databank of the
Federation of State Medical Boards, information regarding licensure, and reviews of malpractice
claims that have been setiled. (Comply with applicable provisions of G.5. 58-2-105(c) regarding
the confidentiality of records.)

DISPOSITION INSTRUCTIONS: Print electronic records, including e-mail, and interfile with
related paper records. Retention of the electronic version of e-mail records in this series is
governed by G1 of the General Schedule for State Agency Records, which requires that e-mail be
retained for 10 years pursuant to Executive Order No. 18 issued July 7, 2009 by Governor
Beverly Perdue. Destroy in office electronic records once they have been printed and interfited.
Destroy in office paper records & years after physician retires from the program.
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ITEM 48463. MISCELLANEOUS OPERATIONS FILE. Records in paper and electronic formats,
concerning projects on various subjects dealing with improvements and enhancements to
operations, File may include request for proposals, informal legislative records, database
enhancements and improvements records, correspondence, memoranda and other related
records.

DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for
State Agency Records.



